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Flowchart for the Online Testing Irregularity Submission System (OTISS)
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OTISS Authorization Using NCID

In order to obtain an NCID account, contact your local NCID administrator. A list of local NCID
administrators can be found at https://www.ncid.its.state.nc.us/LEAListing.asp?Group=1.

2. Access the OTISS website at https://schools.nc.gov/pls/apex/f?p=888:1.

3. Enter your NCID user name and password to login.

4. The following form will appear. Select your userrole.

S NS WISIMLL R SN el ne e | e

The Online Testing Irregularities Submission System (OTISS) Logout =

You have not subscribed to access the system.
If you were asked to subscribe, then fill all required information in the form below
and submit it to your application administrator for approwval.

Application Administrators:
1) For school employes, the LEA test coordinator is the administratar.
2 Farl BEA emplovees, the ragiohal accountability coordinataor is the administrator.

MNOTE: This WwWeb site is desianed to allows online review and reporting of testing
irregularities. Access is restricted to authorized school, LEA, and DPI personnel

Subscribe to OTISS

MNCID User Name: otiss_admin

#* User Role: © School TeachernTest Administratar
< School Testing Coordinator
2 School Principal
O LEA Testing CoordinatorDirector or Charter School Test
Coordinator
< LEA Superintendant or Charter School Director
O Redional Accountability Coordinator
< DRI Consultant

* Your First Name:l

* Your Last Name:

Done

5. Select the required information from the dropdown menus thatappear.

Subscribe to OTISS =

NCID User Name: otiss_admin

* User Role: O School TeachenTest Administrator
® School Testing Coordinator
O School Principal

O LEA Testing Coordinator/Director or Charter School Test
Coordinator

O LEA Superintendant or Charter School Director
O Regional Accountability Coordinator
O DPI Consultant

* LEA:| SELECTLEA
* School:[SELECT SCHOOL ~|
* Your First Name: | |

3

* Your Last Name:

North Carolina Department of Public Instruction Update March 2019
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6. Fill out the rest of the required information and click the “Subscribe to OTISS” button.

* School: | SELECT SCHOCOL |

* Your First Name:|[ | * Your Last Name:|
Today's Date: 24-SEP-08

* Your E-Mail Address:| _ _ Your Phone Number:'_

Note to Application|
Administrator:

[ Subscibe to OTISS

Daone

7. A screen will appear informing you that the application administrator has not approved your
account yet. An email will be sent to the address you provided once your account has been
approved. You may then log in to the OTISS application using your NCID user name and
password.

The Online Testing Irregularities Submission System (OTISS) Logout 2

RSy S e

You have successfully submitted a request for access to the Online Testing Imegularities
Submission Systemn (OTISS). A confirmation e-mail has been sent to the e-mail
address you provided beloe.

You Currently don't have access to the system.
If you have recently subscribed to OTISS; then your application administrator
has not approved your account yet. You will be notified via e-mail when
your account has been approved.

This Web site is designed to allow online review and reporting of testing irregularities.
Access is restricted to authorized school, lea, and DPI personnel.

North Carolina Department of Public Instruction Update March 2019
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Basic Reporting by Test Administrators, Proctors, and
Other Authorized School Personnel

Before beginning, please note that all information entered into this system may be viewed by
authorized personnel in your local school system and by the North Carolina Department of Public
Instruction. All individuals engaged in the testing irregularity process must maintain confidentiality of
individual student and faculty information. Publicizing any information regarding the testing
irregularity is unethical and against policy.

Getting Started
1. Access the OTISS Web site at https://schools.nc.gov/pls/apex/f?p=888:1.

2. Enter the User Name and Password you have been issued. You will be asked to personalize
your password the first time you login.

3. You will see the screen below. Click on the Report an Irregularitytab to begin the reporting

process.

& Reports of Testing Irregularity - Mozilla Firefox L:JLE‘]W
File Edit ‘Wiew Go Bookmarks Tools Help :
QEI - I:'L - % I:,-I @ |1 httpsjoae. dpi.state.nc.usjpls/apex(FPp=117:1 ;330846857462 1448 |:[ B co @,

[] Customize Links || Free Hatmail [ Windows Marketplace || Windows Media || Windaws
North Carolina Online Testing Irregularities Submission System | ogout [
(OTISS) N
/" Report an Irregularity | )
Welcome P
e ———
Welcome
This Web site is designed to allow electronic reporting of testing irregularities.
Please click on the "Report an Irregularity” tab to report a new testing irregularity.
When you are done, please logout. )
ou_l TESTING ||1'v
SUSMISSION SYSTEM ]
Lone
North Carolina Department of Public Instruction Update March 2019
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The following steps should be followed in order to start the testing irregularity reporting process:

1. Enter the name of the person reporting the testing irregularity in the first text box.

2. Enter the school telephone number in the second information field. Make sure the phone number

is in the (999) 999-9999 format.

L] “JSTOMIZE LINKS || Free notmal || windows Marketpliace || windows Meala || windows

North Carelina Online Testing Irregularities Submission System
(OTISS)

Report an Ir_rggula_r_lty

Logout |#

Enter irregularity information then click on the "Submit Irregularity” button. Submit Irregularity |

Your Name:é_Steve Parker

Your Phone Number; (819 919-1919 _':The phone number must be in the form (999) 995-9999,

(Include student name) was collected and he was removed from the room before he could disturb any other students.

Date the Iregularity Occurred: EQQ-MAY-QOOY |
Assessment: iEOG hath I‘LI

Iregularity Description: George Stapleton became ill while taking the 4th grade mathematics EOG test (Form H). His test material

3. Write a detailed description of the incident being reported in the Irregularity Description text

box. The following information should beincluded:
¢ A detailed description of the incident

e The names and number of students involved

e The grade level of the students being tested

e The number and/or letter of the test form affected

4. Click on the calendar icon beside the Date the Irregularity Occurred text box. The pop-up

window will appear.

North Carolina Department of Public Instruction
Accountability Services

Update March 2019
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oaes.dpi.state.nc.us

5. Use the arrows on either side of the month and year or the pulldown menus to select the month
and year the irregularity occurred. Next, click on the day the irregularity occurred on the calendar.
The window will automatically close once you have selected adate.

6. Choose the correct assessment from the Assessment pulldown menu.

7. Click on the check box to verify the information is accurate and complete.

North Carolina Online Testing Irregularities Submission System Logout 1]
(OTISS)
/ Home Report an Irregularity

Enter irregularity information then click on the "Submit Irregularity” button. Submit Irregularity

Your Name: | Steve Parker |
Your Phone Number:i(91 91 919-1919 |The phone number must be in the form (589) 895-9855.

Iregularity Description: |George Stapleton becarme il while taking the dth grade mathematics EQG test (Form H). His test material
{Include student name) was collected and he was remaved from the room before he could disturb any other students.

Date the Irregularity Occurred: 22-MAY-2007 |
Assessment: | EOG Math Basic Reporting Level

WiBy checking this box | acknowledge and verify the information provided is accurate and complete. L2

8. Click the Submit Irregularity button once to complete the process. The report of the testing
irregularity will be sent to the School Test Coordinator and the Principal.

North Carolina Department of Public Instruction Update March 2019
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Welcome

9. Select Logout to exit the Online Testing Irregularity Submission System (OTISS).

10. Select the Report an Irregularity tab and repeat the process if you have more

Report of testing irregularity has been submitted successfully!

[f you have not already done so, contact your school testing coordinator a5 5000 as
possible.

Welcome

This Web site is designed to allow electronic reporting of testing irregularities.

Please click on the "Report an Irregularity” tab to report a new testing irregularity.

When you are done, please logout.

ONLINE TESTING IRREGULARITY
SUSBMISSION SYSTEM

testing irregularities to submit.

11. Consult with your School Test Coordinator to determine if additional information is needed.

North Carolina Department of Public Instruction

Accountability Services

Update March 2019



OTISS User Manual

Reviewing and Adding Student Information at the School Test Coordinator Level

Before beginning, please note that all information entered into this system may be viewed by authorized
personnel in your local school system and by the North Carolina Department of Public Instruction. All
individuals engaged in the testing irregularity process must maintain confidentiality of individual student
and faculty information. Publicizing any information regarding the testing irregularity is unethical and
against policy.

Reviewing New/Pending Testing Irregularities

1. Once an irregularity has been entered at the school level, it appears in the school test
coordinator's New/Pending Irregularity inbox. The school test coordinator must then add
student information and submit the report to the LEA testcoordinator.

2. Atest coordinator can gauge where an irregularity is in the reporting process by looking at the
Irregularity Status column.

The Online Testing Irregl._l_larities_Submissiqn System {O_TI_SS} B _ Logout L
( Welcome | Report an megularity |#ICIIEIPIUCI TR Submitted Imegularities

NewlPending liregularities

School NewlPending Irregularities

These irregularities reguire your action. Mote the irregularity status column.

English | 30-DEC-08 30-DEC-08 Bernard Swagger

3. The following are the irregularity status types you will see at the school level:
Irregularity Status Explanation
New Has only been reported; not processed
Submitted by School TC Submitted to LEA
Returned by LEA Returned from LEA

4. Once the student information has been added to the irregularity report, it can be submitted to the
LEA test coordinator. It will then appear in the Submitted Irregularities outbox.

The Online Testing Irregularities Submission System (OTISS) Lagout =
< Welcome |~ Report an Irregularity |- Newi/Pending Irregularity |4 GBI EUELEE

Submitted Irregularities

School New/Pending Irregularities

These irregularities require your action. Mote the irregularity status column

2. | |Rows[15  ~[[ Go | <GB

Algebra ll A0-DEC-08 A0-DEC-08 Eilly Swiggens

North Carolina Department of Public Instruction Update March 2019
Accountability Services




OTISS

Adding Notes to the Testing Irreqularity Report

User Manual

1. If you need to add more information about the testing irregularity, click the Add a note to your
LEA Test Coordinator button. These notes can only be seen by the LEA Test Coordinator and
the reporting levels above the LEA Test Coordinator (see the flowchart on page 1 if you need

clarification on reporting levels).

Student(s) Information Add a Student

Student information has not yet been added

Notes/Messages from LEA

Mo Messages

NotesIMessages to LEA Add a note to your LEA Test Coordinator

Mo Messages

2. Type the additional information into the Note text box and click the Add Note/Message button.

North Carolina Online Testing Irregularities Submission System
(OTISS)

Logout

NP FEULC Submitted Irregularities |/ Reportan

NewlPending lrregularities > Irregularity Details > ADD a note to LEA

Irregularity

Add a note to LEA Test Coordinator Add Note/Message || Cancel |

Mote irhis iregularity has been handled appropriately| ‘

3. Once you click the Add Note/Message button, you will be returned to the previous page and your
note will appear in the note text box. This dialog box enables the School Test Coordinator to

exchange information with the LEA Test Coordinator and the levels above the LEA Test
Coordinator.

Bl e 2R MAY-Z00T 11:04.22
This irregularity has been handled appropriately.

Motes/IMessages to LEA Add a note to your LEA Test Coordinator

North Carolina Department of Public Instruction Update March 2019
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Adding Student Information

1. In order to add student information, click on the Add a Student button. Note: Adding student

information is required in most cases for processing a testing irregularity. It may be returned from
the LEA level if this information is missing.

Student(s) Information Add a Student

No student information has been added to this irregularity. |
Please click the 'Add Student’ button below and fill out the required information as necessary, [

m

Done

osedplstatencas @

2. The following screen will appear. Type the student information into the text boxes and click

the Add Student button. For online tests, enter “OL” for the Test Form and type “Online” in the
Document Number space.

/ Home |QNCRCGGTERCTVIEWIEER < Submitted Irregularities |/ Report an Irregularity
MNewlPending Irregularities > Irregularity Details > Add a student to the irregularity

Add a student to the irregularity Add Student |

First Name :ESam |

Last Name :|Hutchison |
Student ID ;123456759 ‘
Grade : 05 vl

Test Form :|M

Document Number :598?654 |

3. You will be returned to the previous screen and the student information will appear in the
Student(s) Information section of the Web page.

Student(s) Information Add a Student
Edit IrregID First Name Last Name StudentID Grade Test Form Document Number
& 326 Sam Hutchison 123456789 05 M 987654

1-1

Download student(s) list

4. Click the paper/pencil icon if you need to edit the studentinformation.

5. If you would like to download a spreadsheet of the student information to your computer, then
select the Download student(s) list link.

North Carolina Department of Public Instruction Update March 2019
Accountability Services
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Completing the Submission

1. If you require a printout of this report, then click the Printbutton.
@ rregularity Details - Mozilla Firefox mE)

File Edit ‘Yew Go Eookmarks Tools Help

x I:,‘} - |_'| @ “:l http:,l’,l’oae.dpi.state.nc.us,l’pls,iapexff?p=l1?:3?:?8?2092390206640::NO::PS?_ID:326&1:5=38D1SEDBSDI6C6A9C908100DF9035DEB] @ Go !@, |

D Customize Links L| Free Hotmail D ‘Windows Marketplace D Windows Media D Windows

2]

Irregularity Details Submit to LEA Test Coordinator '_

Irregularity ID : 326

Reported By : Jane Doe
Phone Na. ;{919) 919-181
Date of Irregularity : 22-MAY-0T
Date Initiated : 23-MAY-07

Assessment : EQG Reading
Irregularity Type : 999
Misadministration : NOT YET DETERMINED
Viewed by Principal : MO
Irregularity Description :Sam Hutchison became ill while taking the reading test (Form ). His test material
as collected and he was remaved from the room before he could disturb any other
students.

2. Once you have reviewed and added information to the testing irregularity report, then click on the
Submit to LEA Test Coordinator button to complete the submission process.

Reviewing Submitted Irreqgularities
1. If you need to review irregularities that have been submitted, then click the Submitted
Irregularities tab.

@ Submitted Irregularities - Mozilla Firefox Jokd
Fle Edit Yiew Go Bookmarks Tools  Help

@ B [:/ 3 @ |i| @ |D hittps joae dpi.state. nic. usipls apex Frp=117: 10: 7872092390206640: N0 [ﬂ © e i@, |

Ll Cuskarize Links D Free Hatmal D ‘windows Marketplace D windows Media D ‘Windaws

North Carolina Online Testing Irregularities Submission System Logout i~
(OTISS)

/Home |/ NewlPending Irregularities |4l L MCGICCl/ Report an Irregularity |

Submitted Irregularities > Submitted Irregularities

Submitted Irregularities
The following irregularities have been submitted by the School Test Coordinator to the LEA.

ID Status Assessment Reported By Date Occurred Date Initiated m
_ a 326 Submitted by School TC - EOG Reading Jane Doe 22MAY-07 23-MAY-07 ‘
row(s) 1- 1 of 1 |
L | [‘d
Dane
North Carolina Department of Public Instruction Update March 2019

Accountability Services
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2. Next, click the paper/pencil icon to see the details of the report. The submission screen will

appear.

Irregularity Details

Irregularity ID

Reported By
Phone No.

Date Initiated

Irregularity Type
Misadministration
Viewed by Principal

Irregularity Description

Date of Irregularity :
1Z23-MAY-07

Assessment :
1999
:MNOTYET DETERMINED
TNO
Viewed by Superintendant ::

: Sarn Hutchison became il while taking the reading test (Form M), His test material
!Was collected and he was removed from the room befare he could disturb any other

1328

:Jdane Dos
1(919)919-9191

22-MAY-07

EOG Reading

MO

students.

3. Click on the Print button to print the report. Click the Back button to return to the list of submitted

irregularities.

4. Click the Logout link at any point in the process you wish to exit the website.

North Carolina Department of Public Instruction

Accountability Services
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Viewing Testing Irregularities at the Principal Level

All irregularities submitted by the School Test Coordinator are automatically sent to the LEA Test
Coordinator. Before beginning, please note that opening submitted irregularity reports automatically
sends them to the “Viewed Irregularities” page of the website.

The following procedure should be followed by principals when reviewing submitted testing
irregularities.

1. Click on the New/Pending Irregularities tab to view new submissions.

& Reports of Testing Irregularity - Mozilla Firefox M =<}
File Edit ‘“iew Go Bookmarks Tools  Help £
Qil - E:/“ - I;I @ [ [ hetp:fjose.dpi.state. nc.us/pls/apex(fPp—117:1:730164450585368 E] @ ao ||Q_,.

D Customize Links D Free Hotmail Ll ‘windows Marketplace D Windows Media D Windows

MNorth Carolina Online Testing Irregularities Submission System Logout (#)

(OTISS)

/NewlPending Irregularities |/ Viewed Irregularities |

Welcome

Welcome Brian Swiger

You have 2 New/Pending lrregularities.

This Web site is designed to allow online viewing of testing irregularities.
Please select the "New/Pending Irregularities' tab to see incoming reports.
Select the "Viewed Irregularities” tab to see previously viewed reports.

ONLINE TESTING IRREGUL ARITY

SUSMISSION SYSTEM ™
Done

2. The screen below will appear.
MNorth Carolina Online Testing Irregularities Submission System Logout [#]

(OTISS)

NewlPending Irregularities

/ Viewed Irregularities |
NewiPending Irregularities

The following irregularities have not been viewed.

NOTE: By clicking on the "View' link, the system will log that you have viewed the irregularity.

Reported Date
Status Assessment School Name By Oeeitred
View 328 New EOG Math 240373 Souméiﬁteeég BarlY  Stove Parker  22-MAY-07
View 326  cdbmitedby  pocpoading  2apazz  SouheastemBEary o0 boe 22 MAY.07 L
School TC College

row(s) 1- 2 of 2

North Carolina Department of Public Instruction Update March 2019
Accountability Services
13
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Viewing New Submissions
1. Click on the View link to see a detailed report of the testing irregularity.

2. Click the Back button to return to the previous screen. If you need a printout of the testing
irregularity report, then click the Printbutton.

(68
Irregularity Details | Back J| Print |
Irregularity ID : 228
Reported By : Steve Parker
Phone No. :(919) 919-1919
Date of Irregularity : 22-MAY-07
Date Initiated : 23-MAY-07
Assessment : EQG Math
Irregularity Type : 393
Misadministration : NOT YET DETERMINED
Viewed by Principal : YES
Irregularity Description :|George Stapleton became ill while taking the 4th grade mathematics EOG test
(Form H). His test material was collected and he was removed from the room before
he could disturb any other students.
Adding Notes
1. Select the Add a note to your LEA Test Coordinator button to add any comments or
questions about the testing irregularity.
Notes/Messagesto LEATC Add a note to your LEA Test Coordinator |
‘ Mo Messages
lv|
Cone

2. The following screen will appear. Type the additional information into the Note text box and click
Add Note/Message to save. Select the Cancel button to delete the note and return to the

previous screen.

Nerth Carolina Online Testing Irregularities Submission System Logout
‘{OTISS}

ADD a note to LEA TC Add Note/Message

MNote | Please take a close look at this one. ‘ ‘

North Carolina Department of Public Instruction Update March 2019
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3. The note will now appear on the same page as the testing irregularity report.

MNotes/IMessages to LEA TC Add a note to your LEA Test Coordinator

BT B0-MAY-2007 11:14. 36
FPlease take a close look at this one.

4. The testing irregularity report will now appear under the Viewed Irregularities tab.

File Edit Wiew Go Bookmarks Tools  Help 2t

- EE& - @ f;ﬁl |D http: ffoae. dpi.state nc.usipls/apex/frp=117:10:7301 64430585365 NO El B Go @, |

[} Custorize Links [ | Free Haotmail [ | Windows Marketplace [ | Windaws Media [ | Windaws

MNorth Carolina Online Testing Irregularities Submission System
(OTISS)

/ Home |/ Newl/Pending Irregularitie

Submitted Irregularities > Submitted Irregularities

Irregularities Viewed by Principal

1D Status Assessment Reported By Date Occurred Date Initiated

View 328 [lewy EQG Math Stewe Parker 22-MAN-0T 23 MAY0T
rowi(s) 1- 1 of 1

(]

Done

5. Select the Logout link once you have finished viewing the submitted testing irregularity reports.

North Carolina Department of Public Instruction Update March 2019
Accountability Services
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Classifying a Testing Irregularity at the LEA Test Coordinator Level

Before beginning, please note that all information entered into this system may be viewed by authorized
personnel in your local school system and by the North Carolina Department of Public Instruction. All
individuals engaged in the testing irregularity process must maintain confidentiality of individual student
and faculty information. Publicizing any information regarding the testing irregularity is unethical and

against policy.

The following process should be followed by LEA Test Coordinators to classify a testing irregularity or
send it back to the School Level for more information.

1. When reporting an irregularity at the LEA level, the test coordinator must decide if he/she wants
the report to be available to the school. This is done by selecting either the Irregularity can be
viewed by the school or the Irregularity cannot be viewed by the school button. If neither
option is selected, the school will be able to view the irregularity by default.

Assessment | NCEXTEND?Z Science

School: Demo Element hooli v

Can be wviewed by sch

description box)

ersonnel: @ Irregularity can be viewed by the school
O Irregularity cannot be viewed by the school
{if you choose not to allow school personnel to view the rregularity, make sure to include the reason in the

If an irregularity report is made available to the school, then it will appear as New in the

Irregularity Status column of the New/Pending Irregularities inbox. It must then be processed
by the school test coordinator and returned to the LEA level.

The Online Testing Irregul_arities Submission System (OTISS)
/ Welcome

| Report an Irregularity | VGl lua ML dl < Submitted Irregularities

Logout =

Manage Permissions

NewlPending liregularities

LEA New/Pending Irregularities

Rows: 1_'5' ~|

Demo High

These irregularities require your action. Mote the irregularity status column

E—{‘\ 46329 MNew School English | 888-888-8888 Bernard Swagger 30-DEC-08 30-C
Ry, apre L EmiERRRESAoRl Lo nih NS oo Bob Swaggart 30.DEC-08 300
B, 4615 Retumed by RAC gfr:gng‘gh Algsbra I 999.999-9999 Billy Swiggens 20.DEC.08 200
3. The following are the irregularity status types you will see at the LEA level:
Irregularity Status Explanation

New

Has only been reported; not processed

Submitted by School TC

Submitted to LEA from School TC

Returned by LEA

Returned from LEA to School TC

Submitted by LEA

Submitted to RAC from LEA TC

Returned by RAC

Returned from RAC to LEA TC

North Carolina Department of Public Instruction
Accountability Services

Update March 2019
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4. If the LEA test coordinator chooses to report the irregularity from the LEA level without
making it visible to the school, then it can be classified and submitted to the RAC level.

5. To classify an irregularity, open up the report by clicking the paper/pencil icon to the left of the
Id number. Select an Irregularity Classification from the pulldown menu and then fill out the
remainder of the electronic form (it is identical to the old paper form).

The Online Testing Irregul;a_r_ities Submi_s_sion__System [0_TI§S_} - - ~ Logout 25
LWelcome - Repart an Irregularity MICHTICTFIEITINIE  Submitted Imegularities | Manage Permissions |

NewlPending Irregularities > Irregularity Details

[ 5ack | save J| Rotum to School TC J| Submitto RAC

Irregularity ID4616
School Code 999302
School Name Demo High School
Lea Code 999
Lea Name Demo LEA
AssessmentMNCCLAS Math

Irre j s oubmitted by School TC
Irregudarity Classification: 39 - Student(s) did not pay attertion v
Consult the attached list if necessary for proper coding )

Irregularity Type: Student(s) did not pay attention

Damavad Dir hlamaa Dol Cusmman v

6. Once the irregularity has been classified, then it can be submitted to the RAC by clicking the
Submit to RAC button. If the report requires more information for classification, then it should
be returned to the school by clicking the Return to School TC button. A note may be added to
specify what additional information is needed.

7. If the testing irregularity is a Category 2 or 3 security violation, then the following text will appear
when you are returned to the previous screen.

Downloadthe attached inydstigative checklist. Conduct the investigation in accordance to the checklist. Additionally, click on
the "Return to School  button to send the irregularity to the school so the school can conduct an investigation. The school will
be instructed to print, sign, and return the irregularity to the LEA Test Coordinator for completing the documentation of this
irregularity.

8. Notify your reiional accountability coordinator before proceeding to the next step.

| Classify Irregularity [/ [ e 01 | Back | Return To School m i

Irregularity ID : 344

9. Click the attached link (in gray text) to download the investigative checklist.

10. In the case of a Category 2 or 3 security violation, click the Return To School button in
accordance with the investigation procedures. Note: You may add notes to the School Test
Coordinator or the RAC before returning the report (seebelow).

North Carolina Department of Public Instruction Update March 2019
Accountability Services
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Adding a Note

1. The buttons to add notes are visible toward the bottom of the page. Click on either button to add
a note before submitting or returning the testing irregularity report.

MNotesiMessages to RAC | Add a note to your RAC

Mo Messages

MNotes/iMessages to School TC Add a note to the school TC

Mo WMessages

2. The following screen will appear. Type the note into the text box and click the Add
Note/Message button. Use the Cancel button if you decide not to send a note.

ADD a note to RAC | Add NoteiMessage |

Mote e hawve a real problem hers |

Done

3. The note will now appear on the submission page.

Motes/iMessages to RAC Add a note to yvour RAC I

Date A0-FASAY-Z00TF 121926
wWwe hawve a real problem here.

Submitting a Testing Irreqularity Report

1. Once the testing irregularity report has been classified, then click the Submit button. This
will move the report on to the RAC/NCDPI level.

Note: The report will remain on the “New/Pending Irregularities” page until the date of
retest has passed. It will then automatically move to the “Submitted Irregularities” page.

North Carolina Department of Public Instruction Update March 2019
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North Carolina Online Testing Irregularities Submission System
(OTISS)

B

Logout

/ Home |/ NewlPending Irregularities |/ Submitted Irregularities |/ Report an Irregularity |/ Manage Permissions |

Classify Irregularity [/ [F[ET e[

Irregularity ID : 328

Reported By : Steve Parker
Phone No. :{919) 319-1919
Date of Irregularity : 22-MAY-07
Date Initiated : 23-MAY-07

Assessment :EOQG Math
Irregularity Type : 30
Misadministration : YES

Retest Date :

until the day of re-test
Viewed by Principal : YES
Date Viewed by Principal : 30-MAY-07

|
NOTE: Irregularity will remain in yo

ur pending mailbox

Retest :YES

2. The testing irregularity report will now appear under the Submitted Irregularities tab.

3. Select the Download link to obtain a spreadsheet file of the submitted irregularities.

North Carolina Department of Public Instruction
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Viewing Testing Irregularities at the Superintendent Level

All irregularities submitted by the LEA Test Coordinators are automatically sent to the Regional
Accountability Coordinators. Before beginning, please note that opening submitted irregularity reports

automatically sends them to the “Viewed Irregularities” page of the website.

The following procedures should be followed by superintendents when reviewing submitted testing

irregularities.

1. Click on the New/Pending Irregularities tab to view new submissions.

& Reports of Testing liregularity - Mozilla Firefox

= 5
Eile Edit ew Go Bookmarks  Tools  Help .
Q-EI - IZ:; - % I.'j;'l @’ ||_| http:fjoae. dpi.state. nc.usfplsfapex/frp=117:1: 730164450585 365 T,E @ co |£l,_ .

[] Customize Links || Free Hotmail | | windows Marketplace [ | windows Media || wWindows /\

MNorth Carolina Online Testing Irregularities Submission System
{OTISS)

Logout =

Mewl!Pending rregularities |,

Welcome

Viewed Irregularities |

S ——
Welcome Brian Swiger

“ou hawe 2 NevwFPending lrregularities.
This Web site is designed to allow online viewing of testing irregularities.

Please select the "NewiPending lIrregularities”™ tab to see incoming reports.
Select the "Viewed Irregularities’ tab to see previously viewed reports.

ONLINE TESTING IRAREGUIL ASITY
SUSMISSION SYSTEM

Done

[~

Viewing New Submissions

1. Click on the View link to see a detailed report of the testing irregularity.

MNorth Carolina Online Testing Irregularities Submission System
(OTISS)

Logout ]

New/Pending Irregularities

NewlPending Irregularities

/ Viewed Irregularities |

The following irregularities have not been viewed.

NOTE: By clicking on the 'View' link, the system will log that you have viewed the irregularity.

: School Reported Date
Status Assessment D School Name By Oecurrad
View 328 New EOGMath 240373 Soumggﬁteeég Barly  orove Parker  22.MAY.07

View 3ge  odbmitedby oo posding  2apazz  SodheastemBarly o opoe 22.MAY-07
School TC College

| row(s) 1-2of 2

2. Click the Back button to return to the previous screen. If you need a printout of the testing
irregularity report, then click the Printbutton.

North Carolina Department of Public Instruction
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Irregularity Details [ Back )| Print |

Irregularity ID : 228

Reported By : Steve Parker
Phone Mo. : (919) 9159-1919
Date of Irregularity : 22-MMAY-07F
Date Initiated : 23-MMAY-07

Assessment : EOG Math
Irregularity Type : 999
Misadministration : MNOT YET DETERMINED
Viewed by Principal : vES

Irregularity Description : [Seorge Stapleton became ill while taking the <dth grade mathematics EQS test
(Form H). His test material was collected and he was removed from the room before
he could disturty any other students.

Downloading Student Information

1. If the user wishes to download information about the student(s) involved in a testing

irregularity, then click on the Download student(s) list link under the Student Information
section.

Student(s) Information
Irreg ID First Name Last Name StudentID Grade Test Form Document Number
Hutchison 1224568730 a5 fal AETES

1-1 |
Drownload student(s) list

D°x 42/

2. An Excel spreadsheet will open on your desktop and automatically populate with the student
information.

After Viewing

1. The testing irregularity report will now appear under the Viewed Irregularities tab.

Submitted Irtegularities - Mozilla Firefox =)
File Edit ‘iew Go Bookmarks Tools  Help :'.::-
o - - & () Y [ nepiioas.dpl.state.ne usfplsjapexifp=117: 10:730164450555365 NO [v] ® c [GL |

D Customize Links D Free Hotmail D ‘windows Marketplace LI windows Media D windows

Morth Carolina Online Testing Irregularities Submission System Logout |2
(OTISS)

< Home |/ NewlPending Irregularities Viewed Irregularities

Submitted lrregularities > Submitted Irregularities

Irregularities Viewed by Principal

< ¥ i [RI= EQG Math Steve Parker 22-MAY-0T 23 MAY-OT |
=71 - 1 of 1 |

[se]

Done

2. By clicking the View link, the information can be viewed again if necessary.

3. Select the Logout link once you have finished viewing the submitted testing irregularity reports.
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Viewing Testing Irregularities at the RAC Level

The following procedure should be followed by Regional Accountability Coordinators viewing testing
irregularities submitted in their region:

Viewing New/Pending Irreqularities
1. Access the OTISS website at https://schools.nc.qgov/pls/apex/f?p=888:1.

2. Enter the User Name and Password you have been issued. (You will be asked to personalize
your Password the first time you log in.) The following screen will appear. Note that the help text
under the “Welcome” line provides information on the types of irregularities that have been
submitted.

3. Click on the New/Pending Irregularities tab to access incoming irregularities.

& Reports of Testing Irregularity - Mozilla Firefox g@
Fie Edt Wiew Hitory Bookmarks Tools Help

= - - :@}' ‘_’E LI https:fioae. dpi.state.nc.us/plsiapex/frp=117:1:1618664406579552 =y | b IGl-
LI Customize Links || Free Hotmail || Windows Marketplace || windows Media [0 windows
Morth Carclina Online Testing Irregularities Submission System Logout I
(OTISS)

ARECHE - New/Pending Irregularities Viewed Irregularities Report an Irregularity |
Welcome

Welcome Brian Swiger

You have 2 Category |l or lll rregularities
You have 3 Category | Irregularities

This Web site is designed to allow online review and reporting of testing irregularities.
Select the "Newl/Pending Irregularities™ tab to see incoming reports.
Select the "Viewed Irregularities” to see outgoing reports.
To add a new report, select the "Report an Irregularity™ tab.

ONLINE TESTING IRREGULARITY
SUSMISSION SYSTEM

. -
Done oae.dpi.state.nc.us (&
4. The screen below will appear.
5. The submitted irregularities will be listed by category.
6. Click on the paper/pencil icon to open up each individual report.
] Ton =]l
om2: NG |~ o] G-
NDr;h Carolina Online Testing Irregularities Submission System Logout =
(OTISS)
Home | Report an Irregularity
ities
I and Il irregularities oaccurred in your region but you have not viewed them yet.
. e R - e TR
[ =248 Returned by RAC EOC Reading 240273 Southeastern Early College Jane Jackson 25-MAY-07
[F. 2494 Submited by LEATC EOC Reading 240273 Southeastern Early College Jdoe Jackson 20-MAY-07
row(s) 1 - 2 of 2
Category | Irregularities
The following irregula rred in your region but you have not viewed them.
1 Status A= & ment a — 21 N e epo ed B e O = re
’%_ 2347 Subrrnilled by LEA TC EOG Reading 240373 Sou n Early College My Srnilh Z&-MAY-0T
’%_ 328 Subrrnilled by LEA TC EOS halh 240373 Sou n Early Coullege Sleve Parker Z22-MAY-07
’%_ 326 Subrrnilled by LEA TC EOG Reading 240373 Sou n Early Coullege Jane Doe Z22-MAY-07
rows(s) 1-2 of 2
e TR T T
North Carolina Department of Public Instruction Update March 2019
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After reviewing the information, the user has four options represented by the four buttons at the top of

the page:

1. Return To LEA - If more information is required, the testing irregularity can be returned to the

LEA with an attached note.

2. Mark as Viewed - If the information is complete, the report can be moved on to the NCDPI level.

3. Back — This will keep the report in the New/Pending Irregularities box until you are ready to move it

on to NCDPI.

4. Print — This button will allow the user to print a hard copy of thereport.

| Return To LEA || Mark as Viewed || Back || Print |

E

Irregularity ID : 346

Reported By : .Jane Jackson
Phone No. :{919)919-98398
Date of Irregularity : 25-MAY-07
Date Initiated : 31-MAY-07

Assessment : EOG Reading
Irregularity Type : 17
Misadministration : YES
Retest Date : 20-MAY-07

until the day of re-test
Viewed by Principal :YES
Date Viewed by Principal : 31-MAY-07
Date Viewed by Superintendant: 07-JUMN-07

NOTE: [rregularity will remain in your pending mailbox

Retest : YES

ent home.

Irregularity Description :\ary became il during the 5th grade Reading EQG. | collected her material and she

Note: The user will need to refer to the Testing Irregularity List located in Appendix B of

the user manual to identify the Irregularity Type.

North Carolina Department of Public Instruction
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Adding a Note to the LEA Test Coordinator

1. If it is necessary to return the testing irregularity report to the LEA level for more information,
the RAC should click the Add a note to LEA TC button toward the bottom of the page.

MNotesiMessages from RAC Add a note to LEA TC |

Mo Messages

MNotes/iMessages to RAC

Blohi A-WAN-Z200T 110856
Investigation complete. Please call.

2. The following screen will appear. Type the message into the text box and select the
Add Note/Message button.

ADD a note to LEA | Cancel | | Add NotelMessage |

Mote Zl‘(our message goes here | ‘

3. Your message will now be displayed on the main reportpage.

MNotes/iMessages from RAC Addanoteto LEATC

eEVCI 02-ALIG-2007 03:22:13
Your message goes here.

North Carolina Department of Public Instruction Update March 2019
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Viewed Irreqularities
1. Once a testing irregularity report has been moved to the NCDPI level, it will automatically appear
under the Viewed Irregularities tab.
@ Submitted Irregularities - Mozilla Firefox g@
Eile  Edit ‘jew History  Bookmarks Tools  Help A

=[] [l EY

\’A@ - - @ G} ||_| httpsiffoae.dpi.state no.us/plsiapexifPp=117:10: 1618664406579882 1 NO =%
Ll Customize Links |;| Free Hotmail |_| wiindows Marketplace |_| windows Media m Windows
MNorth Carolina Online Testing Irregularities Submission System Logout [

(OTISS)

/ Home | NewiPending Irregularities | MUELCEIECTIIEGLCE Report an Irregularity

Submitted Irregularities > Submitted Irregularities

You have viewed the following irregularities.

-  pecsccmans School School Reported Date :
Status Assessment D Name' By Occurrad Category
Submitted =
: Southeastern Janet
Wiew 604 byTLCEA EOG Science 240373 Early Colloge TT— 28-JUr-07 1
Filed by SolUtheastern Alphia
YView 585 OP| EOG Math 240373 Early College Chesk 259-JUrM-07 3
Submitted :
- Southeastern Erian
Wiew 584 byTLCI?A EOG Reading 240373 Early College T 25-JUr-07 3
o Filed by ; Southeastern John =
Wiew 345 oP| EOG Reading 240373 Exrly College Jackson 29-MAY-0T 3
| rowiis) 1 -4 of 4
I =
jawascript:html_PPR_FReport_Pagelthis,'R124291 19220252123, 'https: /foae. dpi.state, no,us/plsfapexifrp=117: 10; 161 86644065 7095882 Fsp_s0, .. oae.dpi.state.nc.us (5%
2. Ifitis necessary to view the information on a report again, then click on the View link.
Reporting an Irregularity
1. To report an irregularity at the RAC level, select the Report an Irregularity tab and follow the
procedure in the Basic Reporting by Test Administrators, Proctors, and Other Authorized
School Personnel section of the OTISS User Manual.
|| Custemize Links || Free Hotmail || wWindows Marketplace || wWindows Media E Windows
MNorth Carolina Online Testing Irregularities Submission System Logout 1]
(OTISS)
/ Home |/ NewlPending Irregularities | M CEI T PICUICEE/ Report an Irregularity |
North Carolina Department of Public Instruction Update March 2019
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Filing and Reclassifying Testing Irregularities at the Consultant Level

Viewing New/Pending Irregularities
1. Access the OTISS Web site at https://schools.nc.gov/pls/apex/f?p=888:1.

2. Enter the User Name and Password you have been issued. (You will be asked to
personalize your password the first time you log in.) The following screen will appear. Note
that the help text under the Welcome line provides information on the types of irregularities

that have been submitted.

3. Click on the New/Pending Irregularities tab to access incoming irregularities.

& Reports of Testing Irregularity - Mozilla Firefox
File Edit Wiew History  Bookmarks Tools  Help

E - Y '\'-i:'""i .E LI https:ffoae.dpi.state ne.us/plsfapesifrp=117:1: 707 34291 95663056 MO “ | B [C]v . +,
|| Customize Links | | Free Hotmail | | Windows Marketplace | | ‘wWindows Media E Windows
North Carolina Online Testing Irregularities Submission System

(OTISS)

Logout &

AEEIEE - New/Pending Irregularities | Filed Irregularities

Welcome

Welcome Brian Swiger

You have 0 Newi/Pending Iregularities (Category Il and lll, and Yiewed by RAC).
You have 4 New/Pending Iregularities (Categony 1)

This Web site is designed to allow online review of testing irregularities.
Select the "New/Pending Irregularities” tab to see incoming reports.
Select the "Filed Irregularities” tab to see outgoing reports.

ONLINE TESTING IRREGULARITY
SUSMISSION SYSTEM ;
v

oae.dpi.state.nc.us (5%

Dane

The submitted irregularities will be listed by categories that can be sorted by clicking on them.
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5. Click on the paper/pencil icon to open up each individual report.

North Carolina Gnline Testing Irregularities Submission System Logout &
(OTISS)
/ Home |JVENTIElHals QI BIE R - Filed Irregularities |
| -gua
NewlPending Irregularities
These irrgularities are not filed by DPI
D o . Date LEA Viewed .
; Status Assessment Oceurred  Name By Rac Cat Type
Submitted Southeastern Columbus Stuﬁzgt(s) .
a 326 byLEA EQG Reading 240373 Early 22.-MAY-07  County @] 1 ilihad b
TC College Schools i
injury
Submitted Southeastern Columbus Studert(s)
a 347 bylLEA EQG Reading 240373 Early 28-MAY-07  County MO 1
fell asleep
TC College Schools
Submitted Wake
B 424 bylEA  EOGMath 920607 Westlake 44 07 County NO 1 il
Widdle Phones
TC Schools
Submitted Southeastern Columbus Stu&:gt(s) o
R 604 byLEA EQG Science 240373 Early 28-JUN-07 County YES 1 iihad
TC College Schools VLI
injury
| row(s) 1-4 of 4 |
Dane oae.dpi.state.nc.us ﬁ

Four Options

After reviewing the information, the user has four options represented by the four buttons at the top of
the page:

1. Classify Irregularity — If the irregularity is not classified correctly, click this button to reclassify it.
2. File — Select this option to file the irregularity into the NCDPI database.
3. Back - Clicking “Back” will leave the irregularity under the New/Pending Irregularities tab.

4. Print — Provides a hard copy of the report for yourrecords.

North Carolina Online Testing Irregularities Submission System Logout
(QTISS)

/ Home |/ New/Pending Irregularities |/ Filed Irregularities |

Classify Iregularity |1 1 1 File || Back || Print |
Irregularity ID : 326

Darnarbad Dur e lans Mian

North Carolina Department of Public Instruction Uodate March 2019
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Reclassifying an Irreqularity Report

1. After clicking the Classify Irregularity button, select another testing irregularity classification
from the pulldown menu.

Irregularity Classification | Apply Changes |
IrregularityType : ‘30 - Student(s) was [iifhad injiry - v
1 - Teacher/proctor failed to follow directions -~

Misadministration : 2 - Approved accommodation/exemption not provided
3 - Approved accommodation not provided appropriately
Further Action needed - 4 - Accommodation read aloud used in reading
5 - Accommodationfexemption used but not approved/documented
& - School staff provided materials improperly
T - Student not required to take a test
8 - Failure to test eligible students
9 - Defective test materials
10 - School staff administered the wrong test
11 - Encouraging students to be absent
12 - Modifying test directions for standard administration

Explain whatiwhy further action
15 neededinot needed :

2. Select the Apply Changes button to complete the reclassificationprocess.

Viewed lrreqularities

1. Once a testing irregularity report has been moved to the NCDPI database, it will automatically
appear under the Filed Irregularities tab.

2. Ifitis necessary to view the information on a report again, then click on the paper/pencil icon.

MNorth Carolina Online Testing Irregularities Submission System Logout [~
(OTISS)

/ Home |/ NewiPending Irregularities |MFCEIEMLCGLEE

Submitted Irregularities > Submitted lrregularities

Irrgeularities Filed by DPI

The following irregularities occurred in your region but you have not viewed them yet.

School School Reported Date Viewed

D e e _ _ :
Status Assessment ID Kgria By Ocilirred By Rée Cat
| Grade 3 East
B sep ied Pretest 920403 Garmer  Wenitra Merritt  07-AUG-07 NO ¢ Sladentnotre
by DRI Reading Field take atest
Tect Elementany

3. Select Logout to exit the Online Testing Irregularity Submission System (OTISS).
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Appendix A
Websites and Contact Information

The Online Testing Irregularity Submission System (OTISS) Website
https://schools.nc.gov/pls/apex/f?p=888:1
User documentation and tutorials
http://www.ncpublicschools.org/accountability/policies/otiss
Contact the following person with feedback regarding the User Manual or the Website:
Paul Davis

Paul.Davis@dpi.nc.gov
919.807.3803
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Testing Irreqularities List

LEAs send all reports of testing irregularities to the RAC. After reviewing each testing irregularity, the RAC forwards all
reports to the NCDPI. The RAC stores copies of all reports at the regional office for three years and then recycles the
reports under secure conditions.

Test Administration Issues: Security Issues:
Teacher/proctor failed to follow directions 16. Failure to remove inappropriate displays
2.  Approved accommodation/exemption not 17. Secure material divulged
provided 18. Teacher/proctor inadequately supervised testing
3. Approved accommodation not provided 19. Improper use of test materials
app ropr1ately' B . ) . 20. Missing test material
4. Accommodat%on read al'oud used in reading 21. Test books not properly returned
5. Accommodation/exemption used but not . .
22. Test materials not stored in secure locked area
approved/documented

. L 23. Items from secure test used for instruction
School staff provided materials improperly

24. Reproduction of secure test in any manner or form

6

7. Student not required to take a test . : )
8. Failure to test cligible students 25. Mal.qng copies of te?st. avallabl'e to others
9. Defective test materials 26. On.hne test connectwlty/techmc;.ll problems
10. School staff administered the wrong test 27. Failure to delete secure electronic files

28. Incorrect/wrong number of materials given to school

Procedural Issues: Student Issues & Other:
11. Encouraging students to be absent 29. Student(s) cheated by copying, cheat sheet, asking
12. Modifying test directions for standard for info. ] o
administration 30. Student(s) was ill/had injury

31. Student(s) was anxious

13. Teacher altered responses 32. Student(s) had a problem with medication, glasses,

14. Teacher/proctor gave improper assistance or etc.
provided improper instruction 33. Student(s) absent

15. Test not administered on designated 34. Student(s) went to bathroom
date/window 35. Student(s) left school for appointment

36. Student(s) refused to take test

37. Student(s) marked test randomly

38. Student(s) fell asleep

39. Student(s) did not pay attention

40. Student(s) was disruptive

41. Student(s) misaligned answer sheet

42. [No longer applies]

43. Student(s) did not follow directions

44. Student(s) worked on wrong section of test
45. Student(s) used calculator inappropriately
46. Student(s) brought inappropriate resource
47. Student(s) has family/personal problem
48. External noises/disruption

49. Student refused to use approved accommodation
50. Fire alarm/bomb threat

51. Other

52. Cell Phones
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Online Testing Irreqularity Submission System (OTISS)
Investigation Checklist

This form and all accompanying documentation MUST be submitted electronically.

. Name of Regional Accountability
OTISS ID#: Coordinator (RAC):
School System Name: Date RAC Contacted:
School Name: Date of Occurrence:

The following steps must be completed within five (5) days of when the irregularity occurs or is identified.

Completion
Date

Step Additional Information

1. Identify Level 3 Irregularity Classification: Irregularity Classification:

2. OTISS:

Test Coordinator (TC) submits testing irregularity in OTISS.
This must occur on the same day the irregularity occurs or is
identified.

3. Collection of Evidence: List Evidence Collected:
(e.g., test books, answer sheets, computers, cheat sheets,
classroom displays)

4. Statements and Interviews: Name(s)/Role(s) of Person(s) Involved:
e (Obtain written and signed statements from all parties
involved.

e Conduct interviews with everyone (including students if
necessary) involved in the incident. The interviews should
include questions of a non-objective nature, and each
interview should be conducted by two staff members.

5. Summary of any disciplinary action taken:

TC should collaborate with leadership to prepare a written
statement of any disciplinary action taken in association
with the incident.

6. Action Plan:
TC should submit a written action plan that identifies
strategies that will prevent a reoccurrence of the incident.

7. Upload all evidence in OTISS: All items in this checklist must be included
as electronic attachments:

e  Summary(s) of the incident

e (Questions and answers collected during
interviews

e Summary of any disciplinary action
taken at the school or district level

e Action plan identifying strategies that
will prevent a reoccurrence of the incident
o Completed/signed School Testing
Irregularity Investigation Checklist

Principal’s/Director’s Name Signature Date
LEA/Charter School Test Coordinator’s Name Signature Date
Superintendent’s Name Signature Date
North Carolina Department of Public Instruction Division of Accountability Services

Revised 2/2019
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Appendix D
Filtering and Searching Tips for OTISS

Displaying All of the Reports at One Time

1. On the OTISS screens that display lists of irregularity reports, the application only shows 15 reportsby
default. If you are visually searching for an irregularity report, it helps to see all of them at one time.

2. First, select All from the pulldown menu next to the word Rows.

Tive:Qnling Testng Imeguiadties Submission yatem (OTISS): __Logout =
(Welcome |/ Report an Irregularity | M\ GENETLC EUG AL

Submitted Irregularities |~ Manage Permissions |

NewlPending lrregularities

LEA New/Pending Irregularities
These irregularities require your action. Note T ity status column, =

B 4639 New el English | £88.888.8888 Bemard Swagger 30.DEC-08 30-DEC-

b | %

3. Next, click on the down arrow next to the green gear and select Reset from the choices on the menu.

| Most Wisited 3 etbing Started |5 Latest Headines
The Online Testing Irregularities Submission System (OTISS) Logout

/ Welcome |/ Report an Irregularity |MNE Rt Do NG DICUL Al Submitted irregularities | Manage Permissions

NewlPending lrregularities

LEA NewlPending Irregularities

These irregularities require your action. Mote the irregularity status column

S | Rows[Al_vI[ Go ] B,

Irregularity Status School Name Test NiE=SkeL el ne Reported By Name Date Occurred
B 4639 New gfr:’;%lH'gh Englist  Filter Bemard Swagger 30-DEC-08 30-DEC-04
1%
! ! o Lt
N Submitted by School Demo High NCCL: 5% Bob Swaggart 30.DEC.08 30.DEC.OY
Tc School Math Control Break
R 4615 Returned by RAC gf;’;%lH'gh Algebr: B compte Billy Swiggens 30-DEC-08 30-DEC-04
¥ Aggregate
{44 Chart
‘ Save Report
leatc_demo en-us ' @ Hein
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4. A small reset box will appear at the top of the screen. Click the Apply button and the screen will show all of
the reported irregularities by default from now on. /

LEA New!Pending Irregularities
These irregularities require your action. Note the irregularity status col

joll | Rows| Al v]

(i) Reset 4
Restore report to the default settings.

= SRS Memo Hinh e e e o i = e s e o

Searching for an Irreqularity Report

1. The easiest way to find a report is to use the search box at the top of the page next to the magnifying glass
icon. Type in any of the information listed in each column and click Go.

LIS WITHINIE 1 eSUY NIeyguidliiuegs SURTISSIVIT DY SN (W I11o3)
Welcome | Report an Irregul;

LU =
Submitted lrregularities |

F New/Pending Irregularity |
NewlPending Irregularities

School NewlPending Irregularities

These imegularities require your action. Mote the irregularity status n.

5 [Engiish |Rows[15 [ Go | <.

@\ 4639 MNew English | 30-DEC-08 30-DEC-08 Eernard Swagger

2. The requested information will appear on the screen by itself. Click the red X over the filter icon to return
the screen to normal.

New/Pending Irregularities /

School NewlPending Irregularities

These irregularities require your action. MNote the irregularity st

jol| | Rows|
v
= ¥ Row text contains 'English I *

d rreqularity Status

@ 4639 New English | 30-DEC-08 30-DEC-08 Eernard Swagger

v

Done atiss.schools.nc.gov |
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Filtering by Column

1. Another option when searching for an irregularity report is to click on a column heading. A search box will
appear along with a list of the items in the column. Either click directly on the item or type it into the search
box.

Al U o U oTUTT G Y alTTIT W T ]
/ Welcome

TOLTT =
< Submitted Irregularities

e Al New/Pending Irregularity

Newl/Pending Irregularities

School NewlPending Irregularities
These irregularities require your action. MNote the irregularity status column.

2.

Id"Irregularity Status Reported By Name
@\ 4639 MNew 20-DEC-08 Eernard Swagger

1-1

2. Click the red X over the filter icon to return the screen to normal.
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